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Investigation

RESPONSIBILITY

ACTION

Human Resources Specialist

1. Evaluate the results of the criminal history
investigation. Consult with the Department of
Law, as needed, regarding the investigation.

2. Prepare a written evaluation that: (1) summarizes
the potentially relevant background information;
and (2) assesses the relevance of the background
information to the job.

3. Provide the hiring agency and the Department of
Human Resources with a copy of the written
evaluation.

4. 0nce the agency has completed its assessment of
the written evaluation, destroy the criminal
history information provided by the City’s vendor
or the Maryland State Police.

Appointing Officer

5. Assess the written evaluation provided by the
human resources specialist.

e If conviction data is not disclosed, make
appropriate notes on the RELEASE and
AUTHORIZATION form in the employee’s
personnel file.

e If conviction data is present, consult with the
Department of Law and the Department of
Human Resources to determine the job-
related nature of the conviction data.

e If conviction data has no bearing on the
employee’s suitability for the position, make
appropriate notes on the copy of the
RELEASE and AUTHORIZATION form in
the employee’s personnel file.

e If conviction data is determined to be sufficient
to remove the employee from the position,
process a change or termination in HRIS
whichever is applicable, and follow all
standard procedures for releasing an
employee from city service. Make
appropriate notes on the copy of the
RELEASE and AUTHORIZATION form in
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the employee’s personnel file.
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